
 
 

Advice Sheet for ArƟcle Submission 

Background 
This document provides hints and Ɵps for submiƫng arƟcles for News & 
Views. 

Revision History 
This document was last reviewed and updated 19/01/2026 (RJE). 

Submiƫng Text 
You can submit your arƟcles: 

 as a Word document (.doc or .docx) 

 in plain text or in rich text format (RTF) 

 Open Office (.odt) 

It is preferable to receive the text if it comes as an aƩachment to an email 
rather than in the body of the email. 

Please do not enclose instrucƟons in the body text of arƟcles, for example: 
picture enclosed, colour this red. It becomes embarrassing if they are missed 
and appear in the published magazine. 

Text Formaƫng 
It is preferable to receive text with no formaƫng – such as bold Ɵtles, 
coloured text, and handwriting fonts. 

The text has to be formaƩed to the house style to be inserted into the 
magazine template using Affinity®1 Publisher 2. 

Spelling and grammar 
Do check spelling and grammar before submiƫng your arƟcle.  

Ensure your spell checker is set to English (United Kingdom). 

Get someone to read your work for you. You can read the same text over 
and over and sƟll miss the mistake that someone else spots instantly  

  

 
1 “Affinity” is a registered trademarks of Serif Europe Ltd 
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Word Counts 
Space in News & Views is limited - be thoughƞul about how much you write.  

A full page of text contains about 900 words and half a page is about 425 
words.  

Both of these are without the inclusion of a picture which will take up the 
space of about 100 words. 

Pictures 
Include any photographs to be included in the arƟcle as aƩachments to the 
email. 

Many email servers cannot manage pictures larger than 5mb. 

If you are sending more than one image and they add up to more than 5mb 
then send them as aƩachments in separate emails.  

If the picture is too large you might try Winzip©2 or Stuffit©3 to compress 
the size. 

If you need to send images larger than 5mb then put them on a CD and send 
them well in advance.  

House Style 
This list details some of the house style guidelines: 

 use Calibri 10 pt to write your arƟcle 

 give the name of your choir 

 provide the name of your group 

 say who is submiƫng the arƟcle 

 give your arƟcle a short snappy Ɵtle 

 dates do not use st, nd , rd or th 

 abbreviaƟons do not use full stops 

 song Ɵtles are shown in italics 

 quotaƟons are shown with ‘single’ quotaƟon marks not “double” 

  

 
2 Copyright © 2025 Corel CorporaƟon 
3 Copyright © 2025 Smith Micro SoŌware, Inc 
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Adverts 
Adverts may be submiƩed in several sizes.  For costs of adverƟsing contact 
Services Officer at services.officer@naƟonalassociaƟonofchoirs.org.uk. 

Advert  DescripƟon 

Full Page (Portrait) 210x297mm  
With 3mm bleed if required 216 x 303mm 
Recommended Image Area 190x277 

½ Page (Landscape) 210x148mm  
With 3mm bleed if required. 216 x 154mm 
Recommended Image Area 190x128mm 

¼ Page (Portrait) 90x138mm 

 

 
  

Full Page ½ Page ¼ Page 
 

If adverts are supplied portrait instead of landscape, it is not possible to 
make a true ½ page advert without effecƟvely using the whole page. We will 
therefore place the ad to the maximum size that the layout permits, though 
it is likely to be smaller in total area than a landscape ½ page advert. 

Adverts may be inserted FREE if they take up less than 1½ column inches or 
contain less than 50 words. 

Adverts may be supplied as print ready PDFs. 
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Example arƟcle 
The following arƟcle has been wriƩen to demonstrate the ‘House Style’ of 
News & Views: 

 

 


